The current form of OSA’s are American Express Travelers Checks. This is a three step
process. The following are step by step instructions for issuing Travelers Checks via
ExpressPass (EP). This is the FIRST STEP. Instructions for creating a user 1D are contained in
enclosure ? of this instruction.

NOTE: If you do not have an EP logon ID, contact Scott Arndt at

202-267-1970 or sarndt@comdt.uscg.mil (Scott.R.Arndt@uscg.mil). You will need to ensure
that you are a designated Travelers Check agent and he has a copy of your letter on file in order
for him to give you a logon ID.

If you have not gone to the EP website, click on the following link: ExpressPass

STEP 1. EXPRESSPASS SELL ENTRY This is what the EP home page looks like:
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Enter your EP Logon ID and click ‘Go’
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Once you have logged on, you will be taken to this screen:

D american Lxpress - Microsoft Isternet Deplorer provided by HSCT)

Ele R Wew Fgeortes Took  Hep

{'}n.-u L ﬂ i" "" o Semih \__.'/rmun. £ (- w o« | I %

-
5] Bt [Trmsi] . v et com FVARG feadiagin. da * Bl
*E ExpressPASS™
[Engisn =] wesew
Click Here to
) o0 to the next

Ragicn Lesh Feaice »—  Will say ‘US Coast Guard’ gcreen
Dt Braech 7 v\ '
" Duerch 2Veud Your unit selling Location

Cogpright B 10382003 Anarcan Expram Compary. A1 Rlghlr Bararsnd

NOTE: If the Outlet is NOT your unit, contact Scott Arndt to have him assign you to
the correct selling Outlet.




For security reasons, the following screen shots are from a training environment.

Actual screen
shots may differ slightly, however the steps to make a sell are the same.
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This box should default to “Manual Capture”. You can however, change it to either Point of Sale or Bulk
Manual Capture. In Manual Capture, you enter all of the information (i.e. Traveler information, serial
numbers from checks, etc. You would use this if you enter the sell in advance or after the traveler has left
your office. In Point of Sale, you enter the traveler information and have the option to let the computer
choose the travelers checks to issue or enter the serial numbers manually. In Bulk Manual Capture, you
only enter the serial numbers of the checks that you issue. For more in-depth instructions on each way to

issue travelers checks, refer to the EP user guide. The remainder of this guide will be from issuing via
Manual Capture.
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the SF-1038, copy of the travel orders, &POS receipt.

checks, see Chapter 5 of the ExpressPass User Guide.

Once you click the Confirm Order button, a transaction receipt will be displayed in a new window. If you
wish to have the member sign it, please do so. As part of the package that is mailed to FINCEN, either
the Purchase Record from the travelers checks or the ExpressPass generated receipt MUST accompany

If you close the screen, you will see that you are ready to issue another sells transaction.

For more information regarding the Manual Capture Sell or the other two methods of selling travelers

STEP 2. POS Terminal Entry (MUST BE DONE ON THE DAY OF THE EXPRESSPASS

ENRY)

Step 1: Press 2

Step 2: Type in your Travelers Checks credit card number

Step 3: Press the Function/Enter button

Step 4: Type in the amount of travel advance (VERY IMPORTANT)

Step 5: Press Function/Enter button
Step 6: Type in travelers SSN or EMPLID

Step 7: Press the Alpha button



Step 8: Using the keypad type in members last name (ALL OF IT)
Step 9: Press the Function/Enter button

Step 10: Type 0 (zero)

Step 11: Press the Function/Enter button

Step 12: Press 0 (zero)

Step 13: Press 3

Once the receipt is printed, have the member sign the receipt.

End Of Day (MUST be done every day that a sell is made)
Step 1: Press 8
Step 2: Press 0 (zero)

Step 3: Type the total amount of transactions you did that day. (If you print an end of day report
from ExpressPass, you should get the amount from that)

Step 4: Press the Function/Enter button
Step 5: After End of day is printed, POS terminal will say “close OK”

Step 6: Press the Clear button.



